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DIVISION MEMORANDUM
No. Q])Z) s, 2019

GUIDELINES IN THE AVAILMENT OF COMPENSATORY TIME OFF (CTO) /COMPENSATORY
OVERTIME CREDITS (COC)

TO: Assistant Schools Division Superintendents
Division Chiefs/ Supervisors /Coordinators / Specialists
District Supervisors /District OIC’s/Caretakers
School Heads, Teachers (Elem and Sec)
All Others Concerned

1. This Office REMINDS all concerned of the guidelines in the availment of Compensatory Time Off
(CTO) in lieu of overtime pay in accordance to Civil Service Commission and Department of
Budget and Management Joint Circular No. 2, s 2004 — “ Non-Monetary Remuneration for
Overtime Services Rendered” (copy attached).

2. Everyone is encouraged to run through the guidelines for a thorough understanding, particularly
on the following sections of the above-cited Joint Circular.

Section 5.2 — Issuance/ Approval of CTO

Section 5.3 — Authorized Activities to Qualify for Overtime Services
Section 5.5 — Accrual and Use of COC’s

Section 5.6 — Limitation on the Use of COC’s

Section 5.8 — Issuance of Certificate of COC Earned

Section 5.9 — Availment of CTO

Section 7.2 — Duties and Responsibilities of Employees
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3. Relative to this, it is expected that all concerned employees should abide to the mandate
stipulated in the guidelines, otherwise, the application for CTO will be denied or disapproved.

4. Forinformation and immediate dissemination of all concerned.

RHEA M ANGTUD, Ed.D., CESO VI
Schpols Bdvision Superintendent
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Information Trunk line: (032) 520-3216 — 520-3217; SDS Office: (032) 255-6405; ASDS Apao: (032) 2364628
HR Section: 0933-5196548 / 0906-6886101; Accounting Section: (032) 254-2632; Disbursing Section: (032) 255-4401
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TO ANl Heads of Depirtments, Bureaus and Ageneiefs of. the Nations
: Govermment, State Universities and: Colleges, Government-Cwaed-
or-Controlled Cofperations, Govermment Rinaneial Tustitations, and

‘other Goverriment Corporate Entities -
SUBJECT

Amendments to CSC-DBM Joint Cireular @C) No. 2, 5. 2004 ve:
Non-Monetary Remuneration for Overtime Services Resdered

1.0 This Circular is being issued o amend Section 5.5.2 of CSC-DBM Joiat Circualar

. No. 2, s. 2004 dated October 4, 2004, on the accrual and use of Compensatory

Overtime Credits (CQOCs), and Section 8 (Saving Clause) thereof to' delineate the
roles of the CSC and DBM i the resolution of issues or conflicts arising fom fhe
. Implementation of said Circular. - - ’ '

 2..0 T Section 5:5.2 'ié-hereby amended to read as follows: -

“5.5.2 The COCs should be used as time-off within the year these are earned entjl
the immediately succeeding, year. T hereafier, any unutilized COCs are
deemed forfeited” ’ : '
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3.0 - Section 8.0 is hereby amended to read ag follows:
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- “8.0  Saving Clause I ' '
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CTOs shall be referréd-to.the €SC.for resolution. Al cihier issues on the ;
-implementation of this Circular shall beresolved by the DBM.” .
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X ~ Issues or conflicts on the procedure for accrual of COCs and availment -Qf '

40 . This Circular shall tale cffct immediately.
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Civil Service Commission Department of Budget and Mamagement -

EERY



% Bureaus “and Agencxes of the
tato *zUmversmes -and - Coﬂeges

r*troﬂedn Corporatxons Govemment
d-Othe ..G Vol

ompensatory time-off, i fiews of -
.Admpmstratwe Order No: 103 -

-.'_

; 530f; hsemfdiwsten ard beiow _->:,:.>‘_ o
statue; and contraetual personnei ‘whose'
egular; mployee L.

_hxgher than chxefs of dxvxsron
e Career Executlve Semce (CES)

salory Overtime.Credit(COC) fefers othe aocrued number of hours: ‘:/_ SRR
Se: earisas feSU!t of serwces “réndéfed’ béyond Teqular working - .
tiose rendered. Salurday ‘sundays‘ Ho&idays or. sche.duied- T

Time-Off-(C 0).,refets tc the number of hours or days an. »\
cused from Teporting far work: wath full.pay and beneﬁls lisa -
ATy bEReft Prowded toan employee in. heu of ovemme pay :




~“E _ployws are requxred ic rcm:,r tony (46) hours of work ina week,
su ‘the- “WorK s hedule. ‘adopted by:the & .agency. Inthe exigency-of .

ce,employi Y be requ;red fo fender- sew.ces beyond
,ﬂagu{ wor!cngh‘ . o

'on ) Svertme,andltspurpose.

wo cannbf be’ anfi*ed by exsstmg personnel dunng regu!ar

work involving tho‘preparation for and adzrmistraﬁcn of govemment
exanﬁnat;ons, -includi e ﬁmnmiconectzon and release of results -
thereof Where emstmgqpersonnei ane not adequate ta handle such .

work 'such as; budget preparat:on and rendftton of annual
porbs to meet hedu!ed deadﬁn&s )

trons, such as powerand energy, water, distribution and control’
asic: stap!és_,commumcatxon and transponation medxcal and
heait‘_sewms peeceandorder andsecmty

sidential dxr_e;:& ves and authorizations and with specific dates o
mplete,*"wh h‘ a ‘ni addmon to ‘the . regular duues of the’

; it 'luhonsldeclsxons
setvm Téndered by dnvers anﬁ cther rmmediate staff of offsc:als

> whésn :equsred to keep the. same mﬂqng hours as the;r supenors
- an X

-»'suchetharaehvmesasmaybedatermned bymebeadofagency
l’Corqputation of COCs T

The COC isiexpressid in humber of.hours, computed as follows:

| office order specu’yxng the

- cpmp!etlon o nfrastrucfure and other projects with set deadtmes
- when'dies o’ unforeseen eventsthe deadime cannot-be met wttmut
. _;nesorﬁng%o me..won(, T
b i, reconstmcﬁm and other related wom or
s S _lamlties and disastérs;’
v G chool. graduanonimg:st:ahon where the addxttonal
i?',, d,':

sential._public- semces dunng emergency S
i plementatton “of - ~special gmgmmstpmpcts embmm in

facliltate h chssoiutlon 'cf . '; ..




158 me notmoremanfortyidc}hoursof
thIn; nomstanoe, however; shall the unmq:ended
e h dred iwenty hmxs (‘120} hon:s .

Sr s>§not part:s of zhe accumuiated feaw—: credrts
Tto the emptcyee' et S .

ln'cases of’mgmtwn, etirement, Qr separatim from th semce RERE
-ihe unutmzed' *deemed forfexted -




oy v

2géntyreaniivf be ransterred to, ancther
empioyee ;eoe!\re the monetary equwalent

menfar transfer to anotheragency the -

pmmoted to a. pos«tton notfj- )
"‘uﬁder prewous rssuances the .
BfCoC,

HG6KE of four (4 of etght @ hows. .
2 schediles .should “make -

: apprava!fmmtheheadofme'

be' recalled “and subsequenﬂy' ~

| “authorizingthe
- »-gse;v:cesand mdlg:ahng he;
o jand theexpected time

ilment bk’cfﬁ. tantamount ta elther RSN

mgmeschedu}e of avaﬂment cf‘-‘_- ‘.?"f' "

' ..G)mcelauthenzed official thhm the - -



: th?e'OGGOemﬁmte ?
tés the Certificate ofc:.QCs,’if- S

, feguiattons on-overtime semce'

to preve any formA of, fraud ahdfor duphcity

OF. negu:armes be comm:tted

-ndeé_.,and the equwa!ent CE)Cs teport

fead-of . e
$ped ‘ngthenum rofCOCseamedmamamh m o Conrite ot |,

3 ’ \ a - " t ea l . -:. - N
‘Rours:in: acoordance .with these.gwdefnes and the nﬂ@ andf A
$ amed‘ cencunenﬂy setﬂng safeguard'

_ie‘ofcro as’ requm by the“i L
|smg\ the deiwery of semces to '_ ;

< nfatzon ofthesegwdelm Actaommmg:y » e :

‘ee*a mmthiy repmtmm& e




PRI RN

280

SISSUES+Or:

imiprove: the |implementation of. the

' gu1delmes on the grant’ of COCs_and availment of CTOs. .
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-“«g‘

3 If{“paftmentnf Budget
and Management




AnnexA -

' Datelssued — e e T
vmzcs Unnl f_'_i LSRR

(nUmher of hrs )

T

of Ccmgensaﬁory Overﬁme Credits. \

RN

COCs/Begmnmg Ba!ance

“Fead oF Office = .5

No..of Hours ofEarned " Date: ofCTO‘_

" Chimed:

TRRMG

T *Date

“~

Allfrb‘nt 1

Back -



